


Copyright © Loughborough University. All rights reserved. 1 



Copyright © Loughborough University. All rights reserved. 2  

Annex A: Policy on Attendance and Engagement for students on taught 
programmes (Further Education) 
 
Scope of the policy 
1. This policy applies to all students 
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Annex B: Policy on Attendance and Engagement for students on taught 
programmes (Pre-Sessional) 
 
Scope of the policy 
1. This policy applies to all students registered with the University on Pre-sessional programmes. 

Definitions 
2. Attendance: attending scheduled academic sessions and assessments. 
3. Engagement: actively preparing for and participating in academic sessions, study and related 

opportunities including timely submission of assignments.  Arriving punctually for academic sessions. 

Background to the Policy  
4. For most students, full attendance of a Pre-sessional Programme is required in order to meet the 
conditions of their academic offer.  Failure to attend can also indicate that a student’s wellbeing is at risk 
and the University may need to intervene to fulfil its duty of care.  

5. The requirement for students to attend scheduled teaching sessions is set out under the Terms and 
Conditions of Study and the Students’ Charter.  

6. The University has the authority to terminate the registration of a student who fails to participate 
adequately in their Pre-sessional Programme if it is deemed that they have not engaged sufficiently to 
meet the conditions of their academic offer. 

Summary of the Policy  
7. We will record attendance of all scheduled academic sessions and assessments and we will monitor 
student engagement throughout the Pre-sessional Programmes. Continuing unsatisfactory attendance or 
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Annex D: Policy on Attendance and Engagement for students on Full 
Time Research Programmes 
 

Scope of the Policy 

1. This policy covers all full-time students registered on research degree programmes whether 
studying for an award or as a visiting or exchange student. 

 

Definitions 

2. Attendance: The activity of physically attending scheduled academic sessions at the 
University or at another approved location for the purpose of pursuing their research 
programme including attending monthly supervisory meetings, using University library, 
laboratory, design, IT or other facilities, undertaking training and development activities. 

 
3. Engagement: The activity of engaging in academic sessions, study and related opportunities 

making good progress on the programme to achieve the individual’s full potential. 
 

Background to the Policy 

4. The requirement for research students to attend the University in connection with their 
programmes is set out in Section 3 of the Code of Practice on Research Degree  
Programmes which requires a minimum of monthly supervisory meetings for all full-time 
students. 
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defined below. 
9. This policy concerns the University’s minimum requirements for satisfactory attendance. 

Schools/Centres for Doctoral Training may also contact students under this policy if they 
are failing to meet the attendance requirements or their specific programme or their 
engagement is causing concern in the judgement of the School/Centre for Doctoral 
Training. 

 

Responsibilities of Students 
 

10. Students are required to participate in the University’s attendance and engagement 
Monitoring processes as set out in the Terms and Conditions of Study and the 
Code of Practice on Research Degree Programmes. The minimum attendance 
requirement is one meeting per month with the supervisory team which will be 
recorded in Co-Tutor. 

 
11. Where a student is unable to attend a scheduled monthly meeting or other academic 

session, they are required to notify their School before the session, except where the 
circumstances of the absence mean they are unable to do so (e.g. ill health). Students 
receiving Tier 4/Student Visa sponsorship must inform their School if they  
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requirements of the host institution, and do not maintain contact with their supervisory 
team, and/or 

• Do not return from annual leave / field trip / conference on the agreed date. 
 

Consequences of unsatisfactory attendance 

16. A student’s attendance will be reviewed on a monthly basis or more frequently if there is a 
cause for concern and the student will receive communications in accordance with the 
Attendance Monitoring procedure (attached) if their attendance does not improve. If a 
student’s attendance is unsatisfactory for 6 weeks the University will consider 
commencement of the process to terminate the student for failure to participate adequately 
in their programme, as described in Regulation IX. 

 

Appeals 
 

17. A student has the right to appeal against the termination of studies for failure to participate 
under the provisions of Regulation IX. 

Attendance Monitoring Procedure 

The following sections set out the procedure for implementing the Attendance Procedure for 
students on research degree programmes. 

 
(a) The University will record students’ attendance at the monthly meeting between the 

supervisory team and the student on research degree programmes on Co-Tutor. 
 

• Minutes of these meetings will normally be written by the student, checked by the 
supervisor and uploaded by the supervisor to Co-Tutor using the relevant facility on 
Co-Tutor. 

• The presence of the minutes of meetings on Co-Tutor will be monitored at monthly 
intervals by School support staff. 

• Staff in the Doctoral College Office (DCO) will have access to Co-Tutor and will 
monitor records at regular intervals. 

 
(b) Where a monthly meeting has been missed or a supervisor raises a concern about 

attendance the process at Appendix A will be followed. 
 
(c) 
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Appendix A  

 

 

 

PGR administrator checks 
if student has contacted 

supervisor 

Supervisor contacts 
PGR administrator if 
meeting missed or 

concern about 
attendance 

Yes – ensure new 
meeting is scheduled 
or missing record is 

uploaded 

If negative response, 
email student asking 

them to respond 
within 5 days 

DCO to email CDS, 
asking them to reply 

within 5 days if 
student has been in 

contact 

   
   
   

 

   
   

   
   

 

Response – ensure 
new meeting is 

scheduled, or advise 
about LOA where 

appropriate 

Monthly meeting 
recorded on Co-Tutor 

   

   
   

   
 

    

   
   

   
   
   

  
  

 

 

No record of meeting 

PGR 


	

